


THREE RIVERS ACADEMY
Role: Communication & Marketing Assistant
Paygrade: P5	
Line manager: PA to Principal

Main duties within the Communications Team will include:
· Ensure that the school website is up to date daily; update website as appropriate (liaising with relevant senior leaders for content) and report news promptly
· Manage and update the school social media platforms 
· Work with Principal’s PA to produce parent newsletters, ensuring consistency of style
· Design and produce school publications, marketing products, leaflets, flyers, invitations, certificates and other documents as required by SLT and middle leaders, sometimes to tight deadlines
· Design and produce leaflets and literature for internal events and ceremonies, e.g. prize giving, graduation, School show etc
· Ensure confidentiality is of the utmost priority 
· Ensure all items printed / copied / scanned conform to Copyright law
· Ensure all marketing items produced by the school conform to house style
· Assist the student services team when busy periods dictate; reception duties, taking phone calls 
· Support all Open Door events including booking systems 
· Take and organise photos to ensure that all aspects of student life are captured for a range of marketing needs,

· Work with the Heads of Department to promote the school by taking photographs of events and student activities to be used on social media and school website. Produce and edit videos when required. 
· Assist with ensuring display boards are up to date and tidy throughout the school
· Work with SLT to ensure that Open Evening is a successful event 
· The role will develop in line with technology developments (apps, processes, platforms) up to date competency will be required in these areas.
· Any other duties as instructed by their line manager that fall reasonably within the scope of the role

Education, Knowledge, Skills & Abilities, Experience and Personal Characteristics
· Minimum 3 GCSEs at Grade C or above, or equivalent, or able to evidence ability at an equivalent level.
· Working knowledge of relevant systems, equipment, processes and procedures.
· Ability to apply relevant health and safety, equality and diversity, and other policies and procedures.
· Competent in a range of IT tools, Social Media platforms and apps
· Ability to work with others to achieve objectives and provide excellent customer service.
· Ability to communicate clearly orally and in writing. Excellent written literacy skills
· Accuracy and ability to prioritise and organise own workload.




